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Office af t he (W 

Id. SECTION I T> 



PF_ c s r P 1 PT ^n "nV [HIT | is , nrfr W^M V4^rH^I-T I FS ffrru UUAHC 

T. PgTISS AM) BlSPO^SIHimSg t 

As chief ef the Budget l&Tislea* is responsible for developing and Justifying 
an adequate and accurst© annas! budget estimate and far forsule ting end adnl n! star ing a 
aroirwa af budgetary axaeuticn to assure the gsdntananee of a balanced ralationShip 
between funds and activity rsqitromaats and to acceapllsh m orderly «td ^e ffectiv e pro-* 
gran of sa^nditure, Procures thro*# corort and seadccrvsrt ohwowls ^ 

«mal appropriations made on behalf of the Agaosy. Rsti«is^» fi©^! «** t **^*** 1 
©olieiessnd procedures and other via© provides staff advice to the Agency on OX related 
natters to ensure the ©siabH^bsnrfc and asdntsnaneo of appropriate ragala- 

tlas» with respect to budgetary matters, Coordinates the use of typos of funds asvsil 
mi othsr financial matters* and agency policy procedures for other appropriate officials 
concerned with internal oanageraent problems* 

X t Directs and supervises the development of b udget estimates aXos^ eifb 
Justif! cats on* in setting forth related financial |«*o©Paw« 

f , Attends Meeting* of the Boreal of the Budget and appropriations ceo- 
sdttees of Congress in order to assist in pemmsMm ®d tise oudget and 

personas! post tie® estl nates required by the Aganey to fulfill its sdasioB* 

3 # Presents oral and documentary' information concerning Agency activities 
in support of estimates to authorized Gfftm&U 

|j # Directs a ravi© af all projects fro® the budgetary point of view prior 
to Agency approval and inauguration* 
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6* street* the development mi sitting of ti»tracti«K*| pse<wfc»* notieo® 
r cgaXfc tl&as paytaiaiiisj; to the budgetary controls to be- utili wd by the A gooey* 


t» Direct® the dseelepwat of appropii alien aSlfftwnit# Is «c eordenoe ^Xth 
proper isi^bsriiaMo^t and instructions sad .it facts the cs*s>ilsAiOR of *X 1 budgetary 
mp&vts and ijafomati.oR* 


§* lenders i»tarprotati©»s of raise sail relations as iJ 
" “ -■-**' “‘j, and a31ete*s#6s* 


apriy to 


25 X 1 C 



IX* Directs the stadias of leatt-poasr utilisation and business eslheds with 
the view in sted to develop officiant and acoaswlcaX budget ary controls. 


X2« Plena, direct* and coordinates the activities of Sadist liviMo® ew'-loyaos* 
13 . Perform* related work as .required* 


II. 


_ ** {gBaia». 

gopartiMon of 


Maas* 'deceived* *&» iarapNmfc is under the pwral 
''InS^rectiorui and asetf-'mvmts are received la 


very broad terse and relate to objectives to be- seeosjpllsbed end the mmmr of aceowpllsh- 
— * . i-wir «»»mfl 0 mts. aay be availafel© in sew case* however the taessstesiit 1# chiefly 
concerned with ib* estabHelswmi of preeedanite* "neiafceat is sapeeted to s alve wet 
preble-s without referring to the CoaptroH«r« In srfcreweXy ecattreverrial 
easM the Coaptroner** decision, my be solicited* fvms&m involvi ng mk %mmj£ Ip 
#d3tl^F kWLA t& AAti^tSiW B63ft* <Brt*n^ira tfeTO irfoiMlMMk- ™ 

gimzmm&d. with the Comptroller *rho wakes the Baal decision* %rfc cd* the ff 

reft nit «tt tht bands #f the effeetiveneeB with vhitfe me overall basest irometwnssB- 

fvefNw !• 


t* Sn Bervielm aai jMdggge acercised ? Tneestoent is resjwssadbli* for pro* 

_ .j^ Mthrrf fal^ 4 T 1 a^^M.'g^ratlve' 1 f?'a»crv^.giea an 4 guidance far the employees of the 

gadget StvhdoQ. Incunhent gravid® s technical supervision and guidance for daflget 
affieers and AMalsItfstive Officers throu#eat ike XpBJcy oa budgetary mttflw* 


m. qamncAfioi .i& 3 ei 3 £hs 8 ts » 


X# 

procedure, aimml 


knewlsdrs of the legislation, regulations,, 

-*- '**. * ..... * *. „. . 


prmfgmmxm*# ******* **mJt %t policies, astfcods* pr5,.ncl|ilae and practices »>piicabld to 
^10 &0-,:$!L$f!L w^v^tA. mi ox Aggw®fify tfe# ox Sxso&l 

eetivities each as cost, fund, t®. lease, payroll, exponsos, 3NWWs*e* a -propri atlerw 
IMS 03 gp ^^dti $gni*ii3i » o? irorlt ^10011^0 moul* nf! w^^feodS#- sw3 

syeteas* Jfest ba aware of the eeefulneas and notations of the ■work uxalmr hie control 
m**A fiees aa ejctre^ly broad tord. ®Sfa of th® ihoory end tvectic® of budget sdBd.M stration* 


SK^T 
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3. MdUtiMi iSAlUy to recognise that need for beige tary studies ml to 
plan and conduct suck sludiegj to evaluate attains® at of work objectives la the &rs| 
to fends and supervise Budget Assistants at lower grades; to recogadso budget and fiscal 
problem and to develop afr«e&v» solution®, £«.s®o#trate4 analytical aai.li.ty a*»i 
contractin'* issagiaaiioa in the farmLaiicm of i budgetary practices, Ability 

to organic and write rMgmmmi&timM ml clearly and selectively, Ability 

to deal off actively with operating permxmsl and to dbtain their cooperation is the 
pfWpCPiti.on of material ^ sfesti*® and surveys, Ability to oossj*©#® ^©acico and inf<wemtive 
rapsrte both narrative m& tabular* Ability to visualise accurately the affect of 
legislation, MM. nte iratiwa action or sasagsasat plana bssdgSt sdMrdstraiion* Ability 
to ffrsssst plana cud proposals affectively to personnel at the highest level.* Ability 
to negotiate effectively and to gain cooperation ar export of /the officials of the 
area serviced and of the Budget tdvision, ; 

k* y«Mc ^agsrleaso gad hducatlsm it least 12 years ©f progressively n§» 
epmsi hie m years of^dHTllj&tbave been of a ^eeialiaed nature, Use 3 
3*«w of related experience afaich nast have been progreesively ncapooslble psrfbrswnce 
or supervision of work in such fields as business sales adaisletrailoa, 

p»waw*l adsdstatmtio^ supply atolaUtrstioi^ feransportAtlen mnai^p^rii-, law, c*v 
fMdsatien mi netfco&e a^aaia lng, banking, private serohowtliJng business, misfactniv 
lag lir% Mucalional institution or other enterprises, oiitiig: or writing, or other 
adteisletratdva wepm Imam associated «ith off lea oporatim or mm&mmxt n».ydrinc a 
ksesrle&ge at fjoasral basiaaae or Main' strati ve faetbocto, pwcdnrea etui practices* The 
epeMsMsed sspsfiftit©# suet have been progressively rsspesMbXe iivioptmhont or super- 
viceay wsrk in such field® m budgeting, accounting, audl ting, ta&atsn&ne* or audit of 
fined records Csach as cash, fund, coat, tine, leave, payroll, expenses, revenues, 

eporstn financing or the control or acted nistraiion 




25X1 C 


Successfully completed education in an accredited college ar uM varsity 
with « specialisation in .«cemmtin£, eeonsnics, f Isaac®, pifelie adni&iatsstlen, business 
political science or a essspcr&ble sped ill action say be substituted for 
the icBdral sspsrisnce oa the basis of on© fall year of ofeidy for nine aoaths of 
related experience* A Masters or hoc to rata degree say b® substituted for one or two 
yssens respectively of egsaeialised erparlasco if the degree in I*wk «a accredited college 
«r university with a special! station in ccmstiag, econcralas, flames, public adteiaie- 
tratiea or business Ms&j&straileo* A certificate, ac a Certified Public Accountant ins 
9 tads territory or tbs bictrlct of Colunfel* aay be subBtl.tuted for three pm of r elated 
experience and o® year of specialised experience. 


leace (in aidSl^oa' 

pmmmt trad* mm l 

if* mom ab & 


Ammr B»<Bidree«ctf - i«e«, Minioun Agency »peeiali»d ex»r- 
LatM and specialised espexieace upon qualificatd,oa to 

are aeaths at tfe® SS*lli a'rsd® level. 


ImMaeat of lids position «mvo$s«mi progrt® reaponsiM.li%- for tbs buslgat 
ccMviti.ee of the entire %®aey, t^ctnt«o» are «xfe*om2y bread ia. their 
«sf facta m they relate to the props r espeadifen*® of fuaU» tftrougheut the Agency, €«*i- 
nMP»ne# of error is wd^rosaly important aa the iac-uBiseat i® y^epewible .for the control 
«f tbe expenditure of Agency fund® in accordance with budget estimates ae prepared md, 
aubMtted to the 'Sareaa of the audpst and to the appropriation cowdtte#* of Congress. 
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Sha incumbent is responsible for report* to tee DCI covering fund utilisation within 
the Agency from a budgetary point of view. 

V. MafTAL_D»iAWDe.- 

Original thinking, ingenuity and resourcefulness must be exercised to a con- 
siderable de^jrae in this position to ensure the effective accomplishment of Use Agency *s 
budget urogram. Sustained neatal concentration is required to saiatsis fsallisrity 
wiUt the mamsrous progress and activities of the Agency. Initiative in taking inde- 
pendent action is a prime requirement since a major part of the activities cannot 
otherwise be aeeoE«a.Isbed effectively. Continuing pressure is also characteristic of 
the position as the inewdwnt assumes responsibility tar meeting the overall deadlines. 

VI. PaaShSAL OOSIACTB ; 

Tiic unbent has frequent contacts with top officials of this Agency, the 
Bureau of the Budget, other agencies and with Caagre*»-anal eosmittees in establishing 
\£im budget pulley to be followed in determining availability of funds for activities. 
Incumbent represents the Coe^troller on all budget 'il stratioa matters. 

vii, p ostoom mxtssssvM i 

Promotion to this position is narsmuly ttaa lower grade Budget Officer 
positions in which the incumbent would hftv* respeos.’ ^iity fear an area of tee A aocy. 
p asset ion from this position would narasUy be to oi v higher grade ia tee Office 
of the Comptroller or an administrative one in other *** A#w»cy. 

VIII. DISTllKSJISBlita miURHS i 

Ssis position is distinguished from lower grade positions in teat here 
responsibility is found, for the overall Agency budget whereas in lower positions there 
will be a responsibility for tee formulation of a portico of tee Agency budget although 
it would be ft major portion in immediately lower areas. This position is distinguished 
from highe r grade positions by tee fact that this is tee top position in tee Division. 
Higher grade positions would be of a staff nature. 
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